
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Department of Archives and Histdry, Records Management Division, 330 Capitol Avenue, Atlapta, Ghrgia. 30334, 
Attention: Scheduling Section. - 

FOR AGENCY USE 
4pplication Date 

1 1-30-78 
4pplication Number 

, 52 
2. PersontoContaGt 

Sandra Jones 

~~ I 

1. Agency Address 
Georgia Por ts  A u t h o r i t y  
Operat i ons D'i v i s i on 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

- .  - ~- .. , . , - ,  
~. . I . .  

! , -  

Working Titlr 
Operations Manager 

FOR RECORDS MANAGEMENT USE 
Application Number 

Date Completed 
7 9 -  I I 

Date Received 
JAN 1 9 1979 1 - 5 1979 

Telephone Number- 
964-1721, # 289 

3. Action Requested 
a- Estaoiisn Retention Schedule: cord will continue to accumulate. 

C. 0 Amend Apolication No. . Check One: 0 Change: 0 Supercede; 0 Void 
b- 0 Dispose of present accumulati 2 :no further accumulation anticipated. 

1. Dates of Series 
Earliest Latest 

5. Records Series Title (followed by tide used in office; if different) 

1972 I To Date TWX Messages F\'L 

The D i r e c t o r  of Operations a s s l s t s  the  Execut ive D i r e c t o r  i n  t h e  managerial f unc t i ons  o f  t h e  
Georgia Por ts  A u t h o r i t y  and i s  responsib le  for  t h e  operat ions o f  t h e  Savannah S ta te  Docks & 
Warehouses - Garden C i t y  Terminal and Ocean Terminal, Savannah Sta te  Docks & Ra i l road Company, 
Augusta Sta te  Docks - Barge Terminal, Bainbr idge S ta te  Docks - Barge Terminal 8 Brunswick 
Sta te  Docks & Warehouses. He a l s o  handles t h e  f u n c t i o n  o f  leases, i nc lud ing  n e g o t i a t i n g  
leases f o r  a l l  d i v i s i o n s  o f  t h e  P o r t  Au tho r i t y ,  and w i t h  commercial and i n d u s t r i a l  concerns 
f o r  use of  space provided by t h e  Georgia Por t s  Au tho r i t y .  

The O f f i c e  Manager i n  which t h i s  f i l e  i s  created supervises t h e  work o f  t h e  warehouse, b i l l i n !  
import and expor t  departments, analyzes sh ips ' s  schedules, coordinates t h e  processing 6f a l  I 
paperwork w i t h  f i e l d  d i v i s i o n s ,  insures t h a t  a l l  paperwork i s  p roper l y  prepared and c a r e f u l l y  
balanced and v e r i f i e d  aga ins t  documentation received, f a c i l i t a t e s  exped i t ious  cargo handl ing.  

5. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

1. Record Series Description 

Documents relating to: 

Th is  file contains the following documents (include form numbers and Ma, if any): 
Attach samples of the file. 
l n s t r u c t l o n s  t o  Georgia Por ts  A u t h o r i t y  t o  perform var ious serv ices.  

Included are: Te letype messages.with sh ipp ing  i n s t r u c t i o n s .  

File is arranged: Chronolog i ca  I I y 

I. Monthly Referenca Rate How often are records referred to which are: 
One to six months old 9- ; Seven to twelve months old 6-7 : Thimen to twenty-four months old 0 
twenty-five months and older 0 ? 

\ 4-5 legal  boxes Letter-size drawers ; Legal-size drawers ; Shelves ; Other (JpeciFyl 
1. Annuel Rate of Accumulation of Records 



11. Retention Requirements The following requires the series to be kept: 

a. State Law b years. 
b. Statute of limitation ~ years. 
c. Federal law years. 

d. Audit period - years. 
e. Administrative need 3 years. 
f. Federal retention instructions years. 

Attach copy or excerpt of l a w  or regulations. Explain administrative need. 
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I2 ADoyved 6ispodtion tnrtruaions This agency recommends @at the file serieq bg C u t  otf ar ~b end of each: 

- 
- . .  . 1 , .  , -  I -  - 

) ;  
then, ~ : . a Calendar Year: 13 Fiscal ~ e a r :  0 Other ~- , 

~~ ~ ~. . . .  , .  - , -  : - i - -  - -, ,~ . 

Hold in the current files area monthts) , 1 . -year(s);then 
N Transfer to local holding area, hold 2 yearb); then 

. .  . 
. / , ! I  0 Transfer to State Records Center: . ,  hold ~ ~ . ,-, yeads); then . 

I a Cemoy. 1 .  

' o Transfer to State Archives for permanent retention. - \ ;  

~ ~.~ ~ - ~. 
. .  . . .  - .  

- ,  . .  . . .  . p Other lSpecifyJ I - , 

. ~~ .~ . . .~ ,- . - 

Ad These instructions apply to all prior and future accumulations of the series. 

I\ \ 
Qency HeadlOesignre lSignatvrel I Date I Records Management Offiwr /Signarum) w I Date 

I 


